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INQUIRING AND REPORTING ON 
VENDORS 

OVERVIEW 
The Vendor Inquiry/Reports program allows the user to view the following information 
associated with a particular vendor: 

• invoices 

• checks 

• purchase orders.   

This program also allows the user to print reports and labels containing only identifying 
information about the vendor. 

USING VENDOR INQUIRY 

To View Vendor Information, Select: 

A) FINANCIALS 

D) Accounts Payable Menu 

D) Vendor Maint/Reports Menu 

C) Vendor Inquiry/Reports 

The following screen is displayed: 
 

Session   Edit   Commands   Settings   Help  
 

VENDOR INQUIRY 
Action:   Find  Next  Prev  Browse  Output  Exit  Commod  Remits  ...          
Query the current database table.                                              
                                                      Created   [        
]     
 Number [      ]   Name [                                   ]                  
                                                                               
 Addr 1 [                        ]   Status  [ ]      Reason    [    ]         
 Addr 2 [                        ]   Type    [    ]                            
 City   [                    ]       Class   [    ]                            
 St/Zip [  ][          ] Remit [ ]   Perf    [    ]                            
 Alpha  [                    ]       Geog    [    ]                            
 1099   [ ]     [                ]   W9 Sent [ ]      Entity    [ ]            
 SSN    [           ]                W9 Recd [ ]      Employee  [      ]       
 DBA    [                                   ]         Customer  [        
]     
                                                                               
              Contact 1              Contact 2                                 
 Name   [                    ] [                    ] Frgt Term [         
] 
 Des    [          ]           [          ]           Frgt Pct  [  .   ]       
 Phone  [                    ] [                    ] Disc Pct  [  .   ]       
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 FAX    [                    ] [                    ] Min Order [         
] 

1. Select Find from the Ring Menu.   

2. Enter the selection criteria and press ESC to retrieve the vendor(s). 

3. To view information on screen, select Menu from the Ring Menu.  The following pop-up 
menu is displayed:   

Session   Edit   Commands   Settings   Help  
 

                                VENDOR INQUIRY                                  
 Action:   ...  T=notes  Menu                                                   
 Select additional data                                                         
                        Action:   Exit                  reated   
[08/01/97]     
  Number [     1]   Nam Return to the main menu.             ]                  
                                                                                
  Addr 1 [23 ELM Street   1 - Invoices                  eason    [    ]         
  Addr 2 [                2 - Checks                                            
  City   [ANY TOWN        3 - Purchase Orders                                   
  St/Zip [KY][40000                                                             
  Alpha  [ABC SCHOOL SU   5 - Recurring Invoices                                
  1099   [ ] FID [        6 - 1099 Data                 ntity   [1]             
  SSN    [                7 - G/L Summary               mployee  [      
]       
  DBA    [                                              ustomer  [        
]     
                                                                                
               Con                                                              
  Name   [                                              rgt Term [        
]     
  Des    [                                              rgt Pct  [  
.000]       
  Phone  [                    ] [                    ] Disc Pct  [  
.000]       
  FAX    [                    ] [                    ] Min Order [    
.00]      
                                                                                
                                     1 of 16                                    
  

4. Enter the desired inquiry option number.  The inquiry options are explained below.  See 
Appendix A for vendor inquiry screen samples. 

1 - Invoices Lists all invoices for this vendor or may be limited to a 
specific fiscal period, status, or invoice number. 

2 - Checks Lists all checks for this vendor or may be limited to a 
specific org, object, check date, or check clearance status.   

3 - Purchase Orders Lists all PO’s for this vendor or may be limited to a specific 
fiscal period or PO number. 

4 - Recurring Invoices Lists all recurring invoices or may be limited to a specific 
invoice number. 
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invoice number. 

5 - 1099 Data Lists 1099 Data for the vendor by fiscal year specified. 

6 - G/L Summary Summarizes G/L YTD data for the vendor for this fiscal 
year, last fiscal year, or next fiscal year. 

5. To print vendor information, select Output from the Ring Menu.  The following screen 
appears: 

Session   Edit   Commands   Settings   Help  
 

                              VENDOR INQUIRY                                    
 Action:   Find  Next  Prev  Browse  Output  Exit  Commod  Remits  ...          
 Output the current data.                                                       
                                                       Created   
[08/01/97]     
  Number [     1]   Nam                                      ]                  
                        Enter report selection (1 - 4)                          
  Addr 1 [23 ELM STREET                                 eason    [    ]         
  Addr 2 [                                                                      
  City   [ANY TOWN        1 - Current Vendor Profile                            
  St/Zip [KY][40000       2 - Vendor List (1-line)                              
  Alpha  [ABC SCHOOL SU   3 - Vendor List (2-line)                              
  1099   [ ] FID [        4 - Mailing Labels            ntity    [1]            
  SSN    [           ]                                  mployee  [      
]       
  DBA    [                Report selection:   [0]       ustomer  [        
]     
                                                                               
               Contact                                                          
  Name   [                                             rgt Term [        
]     
  Des    [          ]           [          ]           Frgt Pct  [  
.000]       
  Phone  [                    ] [                    ] Disc Pct  [  
.000]       
  FAX    [                    ] [                    ] Min Order [     
.00]     
                                                                                
                                     1 of 16                                    
                                                                                
 

6. Enter the desired report option number, and Display, Print, or Spool the report.  The 
report options are explained below.  See Appendix B for vendor report samples. 

 

1 - Current Vendor Profile Prints every field for the current vendor. 

2 - Vendor List (1-line) Prints one line of information for the current set of 
vendors.  Includes addresses and contacts.   

3 - Vendor List (2-line) Prints two lines of information for the current set of 
vendors.  Includes addresses and contacts. 
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4 - Mailing Labels Prints mailing labels for the current set of vendors.  Can 
also print file labels. 
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APPENDIX A:  VENDOR INQUIRY SCREEN SAMPLES 

Option 1 - Invoices 

After finding the vendor on which to inquire and selecting the Menu option on the Ring 
Menu, the following inquiry screen will display when option 1 is selected: 
                              VENDOR INQUIRY                                   
                                                                               
  Action:   Next  Prev  Exit                                                   
  Display next browse page.                                                    
                                                                               
    Vendor       1   ABC SCHOOL SUPPLY                                         
========================================================================
===    
     Invoice       Inv Date  P.O.      Warrant   S   Check #         
Amount    
   ------------  --------  --------  --------  -  --------  ------------
---    
  1  1998-98007-1  06/11/98  98007               A         0          
20.00    
  2                                                                            
  3                                                                            
  4                                                                            
  5                                                                            
  6                                                                            
  7                                                                            
  8                                                                            
  9                                                                            
  0                                                                            
                                                                               
                                             1 Invoices for:          
20.00    
 

By entering the line number, the following detail invoice screen will display: 
 
 Action:   Address  Comment  Detail  Remit  Exit                              
  Display the vendor's address.                                               
                                                                              
     PO         [98007   ]                                                    
     Vendor     [     1]      Remit [0]     Terms [                       
]   
      [ABC SCHOOL SUPPLY                  ]  Cash account [10    ] [6101  
]   
     Year/per   [1998][12]                                                    
     Invoice    [1998-98007-1]                                                
     Type       [1]  Invoice                                                  
     Voucher    [159     ]                                                    
     Inv date   [06/11/1998]              Gross amt    [             
20.00]   
     Disc date  [          ]              Discable amt [               
.00]   
     Due date   [06/30/1998]              Disc percent [  .000]               
                                                       [               
.00]   



INQUIRING AND REPORTING ON VENDORS 
February 1999 (Version 1.0) 

Kentucky Department of Education  AP-REG-7 Page 6 
MUNIS Accounts Payable User Guide 

     Warrant    [        ]                             [               
.00]   
     Dept/Loc   [000  ]                   Net amount   [             
20.00]   
     Status     [A]  Sep check  [N]                       [        ]          
     Comment    [N]                                       [          ]        
     Desc       [SCHOOL SUPPLIES               ]                              
                                      1 of 1                                  
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Option 2 - Checks 

When option 2 is chosen, the following inquiry screen displays: 
                              VENDOR INQUIRY                                  
 A                                                                            
 S Action:   Next  Prev  Exit                                                 
   Display next browse page.                                                  
                                                                              
     Vendor       1   ABC SCHOOL SUPPLY                                       
   
========================================================================   
         Cash Account     Check #  Check Date  Warrant  Clr          
Amount   
       ----------------  --------  ----------  --------  -  ------------
---   
    1  10       6101       10030  11/10/1998  110398pb             
6,000.00   
    2  10       6101       10029  11/10/1998  110498pb                
55.00   
    3  10       6101       10028  11/10/1998  110498pb             
1,034.00   
    4  10       6101       10027  11/10/1998  111098pb    V             
.00    
    5  10       6101       10026  11/09/1998  110998                 
234.00  
    6                                                                         
    7                                                                         
    8                                                                        
    9                                                                         
    0                                                                         
                                                                              
                                              5 Checks for:        
7,323.00    
                                                                               
 

By entering the line number, the following check detail screen will display: 

 
                            VENDOR INQUIRY                                    
 A                                                                            
 S  Action:   Next  Prev  GL-Summary  Exit                                    
    Display next page of check detail.                                        
                                                                              
     Vendor       1   ABC SCHOOL SUPPLY                                       
     Cash account  10        6101    CASH IN BANK                       
===   
     Check     10029    Date  11/10/1998    Amount            55.00     
unt   
     Warrant  123                                                       
---   
    =================================================================== 
.00   
      Invoice        Inv Date   PO        Voucher               Amount        
      ------------  ----------  --------  --------  ------------------        
      1234          11/04/1998            135                    55.00       
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]     
                                                                              
                                                                              
                                                                         
]    
                                                                        
.00   
 

When the GL-Summary option is selected, the following screen is displayed: 
 
 A                                                                            
 S  Action:   Next  Prev  GL-Summary  Exit                                   
    Display check detail summarized by account.                              
                                                                             
     Vendor       1   ABC SCHOOL SUPPLY                                      
     Cash account  10        6101    CASH IN BANK                       
===  
     Check      10030   Date  11/10/1998    Amount          6000.00     
unt  
     Warrant  110398pb                                                  
---  
    =================================================================== 
.00   
     Account                             Desc                   Amount        
     ----------------------------------  --------------  ------------        
     1-001-2321-000-00-0610              SUPPLIES              6000.00        
                                                                              
                                                                              
                                                                              
                                                                         
]    
                                                                              
                                                                              
                                                                          
]   
                                                                        
.00  
 
Option 3 - Purchase Orders 

When option 3 is chosen, the following inquiry screen displays: 
                              VENDOR INQUIRY                                   
                                                                               
  Action:   Next  Prev  Exit                                                   
  Display next browse page.                                                    
                                                                               
    Vendor       1   ABC SCHOOL SUPPLY                                         
========================================================================
===    
     Year/Per    PO        PO Date   Dept      Order Amount     Open 
Amount     
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   ------------  --------  --------  --------  ------------  -----------
---    
  1  1999   5      99003   11/23/98                3,500.00        
3,500.00   
  2                                                                            
  3                                                                            
  4                                                                            
  5                                                                            
  6                                                                            
  7                                                                            
  8                                                                            
  9                                                                            
  0                                                                            
                                                                               
                           1 Purchase Orders for:  3,500.00        
3,500.00    
 

Option 5 - Recurring Invoices 

When option 5 is chosen, the following inquiry screen displays: 
                               VENDOR INQUIRY                                  
                                                                               
  Action:   Next  Prev  Exit                                                   
  Display next browse page.                                      
[08/01/97]    
                                                                               
    Vendor       5   BEST PHONE                                               
  =============================================================  [    ]        
     Invoice       Start Date    End Date  S           Amount                  
     ------------  ----------  ----------  -  ---------------                  
   1 98300         07/01/1997  06/30/1998  A           500.00                  
   2                                                                           
   3                                                             [1]           
   4                                                             [      
]      
   5                                                             [        
]    
   6                                                                           
   7                                                                           
   8                                                             [             
   9                                                             [  
.000]      
   0                                                             [  
.000]      
                                                                 [     
.00]    
                              1 Invoices for:          500.00                  
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Option 7 - G/L Summary 
 
When option 7 is chosen, the following inquiry screen displays: 
                                                                                
  Action:   Next  Prev  Exit                                                    
  Display next browse page.                                                     
                                                                                
    Vendor       1   ABC SCHOOL SUPPLY                                          
========================================================================
===     
           Open Reqs          Open POs     Open Invoices     Paid 
Invoices      
     ---------------   ---------------   ---------------   -------------
--      
 0011075  SUPERINTEN    1-001-2321-000-00-0610                    
SUPPLIES      
               .00                 .00                .00           
800.00      
                                                                                
 0011075  SUPERINTEN    1-001-2321-000-00-0610                    
SUPPLIES      
               .00            2,250.00                .00              
.00      
                                                                                
 0011075  SUPERINTEN    1-001-2321-000-00-0610                    
SUPPLIES     
               .00              600.00           2,634.00         
6,523.00      
                                                                                
 0101118  HS REG INS    1-010-1100-100-30-0610                    
SUPPLIES     
               .00                 .00           1,500.00              
.00      
                                                                                
               .00            2,850.00           4,134.00         
7,323.00      
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                                                                                
                 .00               .00               .00               
.00      
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APPENDIX B:  VENDOR REPORT SAMPLES 

Current Vendor Profile Report Sample 

 
 
  11/10/1998             ***   YOUR DISTRICT   ***                 PAGE 
1 
  16:32:53                 ACCOUNTS PAYABLE VENDOR                   
apvdrinq 
------------------------------------------------------------------------
-------- 
  Vendor number:         1 
 
  Name:             ABC SCHOOL SUPPLY 
  Address line 1:   23 ELM STREET 
  Address line 2: 
  City, state, zip: ANY TOWN                  KY   40000 
 
  Alpha sort:       ABC SCHOOL SUPPLY                   Type: 
  DBA: 
  Remit addresses:  N                                   Status: A 
 
  1099 default: 
  Federal Id: 
  Social Security: 
  AR customer: 
  Payroll employee: 
 
General notes: NONE 
  Certification notes: NONE 
  Class: 
  Class notes: NONE 
  Performance: 
  Geographic: 
 
  Discount percent:   .000     Days to discount:       Days to net: 
  Minimum order:             .00 
  Freight Terms/Method: 
 
                    Contact 1                   Contact 2 
  Name: 
  Description: 
  Telephone: 
  FAX: 
 
                          ** END OF REPORT ** 
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Vendor List (1-line) Sample 
 
 
  11/10/1998                                         ***Your District***                                                   
PAGE 1 
  16:35:42                                           VENDOR REFERENCE - 1REF                                             
apvdrinq 
 
VENDOR  NAME                 ADDRESS 1                      CITY                     ST  CONTACT 1            
TELEPHONE 
-------------------------------------------------------------------------------------------------------
----------------------------- 
     1  ABC SCHOOL SUPPLY    23 ELM STREET                  ANY TOWN                 KY 
 
    11  ACME TRAVEL AGENCY   21 GLOBE STREET                ANY TOWN                 KY 
 
     5  BEST PHONE           1 LINE AVENUE                  ANY TOWN                 KY 
 
 
_/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/____/_/___/_/___/___/_/___/___/_/___/___/___/_/___/___/___/_/___ 
 
 
    10  GREAT FOOD CO        2 FLOWER LANE                  ANY TOWN                 KY 
 
     8  YOUR SUPPLY CO       1 WAREHOUSE STREET             ANY TOWN                 KY 
 
     9  LAUGHING COW DAIRY   200 MILKY WAY                  ANY TOWN                 KY 
 
 
_/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/____/_/___/_/___/___/_/___/___/_/___/___/___/_/___/___/___/_/___ 

 
 
     6  TV CABLE             250 CHANNEL HIGHWAY            ANY TOWN                 KY 
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Vendor List (2-line) Sample 
 
  11/10/1998                                           ***Your District***                                                             
PAGE 1 
  16:37:56                                           VENDOR REFERENCE - XREF                                             
apvdrinq 
 
VENDOR  NAME                                 CONTACT 1             TELEPHONE             FAX 
        ADDRESS 1                            ADDRESS 2                 CITY                     
STATE/ZIP        COUNTY 
-------------------------------------------------------------------------------------------------------
----------------------------- 
     1  ABC SCHOOL SUPPLY 
        23 ELM STREET                                                  ANY TOWN                 KY 
40000 
 
    11  ACME TRAVEL AGENCY 
        21 GLOBE STREET                                                ANY TOWN                 KY 
40000 
 
     5  BEST TELEPHONE 
        1 LINE AVENUE                                                  ANY TOWN                 KY 
40000 
 
 
_/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/____/_/___/_/___/___/_/___/___/_/___/___/___/_/___/___/___/_/___ 
 
 
    10  GREAT FOOD CO.           
        2 FLOWER LANE                                                  ANY TOWN                 KY 
40000 
 
     8  YOUR SUPPLY COMPANY     
        1 WAREHOUSE STREET                                             ANY TOWN                 KY 
40000 
 
     9  LAUGHING COW DAIRY 
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        200 MILKY WAY                                                  ANY TOWN                 KY 
40000 
 
 
_/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/____/_/___/_/___/___/_/___/___/_/___/___/___/_/___/___/___/_/___ 

 

 
     6  TV CABLE                                                       ANY TOWN                 KY 
40000 
        250 CHANNEL HIGHWAY  
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Vendor File Labels Sample 
 
 
ABC SCHOOL SUPPLY                 ACME TRAVEL AGENCY                BEST TELEPHONE                  
GREAT FOOD CO             
23 ELM STREET                     21 GLOBE STREET                   1 LINE AVENUE                   2 
FLOWER LANE 
ANY TOWN KY                       ANY TOWN KY                       ANY TOWN KY                     ANY 
TOWN KY  
40000                             40000                             40000                           
40000  
                             1                                11                                 5                              
10  
 
YOUR SUPPLY COMPANY               LAUGHING COW DAIRY                TV CABLE COMPANY 
1 WAREHOUSE STREET                200 MILKY WAY                     250 CHANNEL HIGHWAY 
ANY TOWN KY                       ANY TOWN KY                       ANY TOWN KY 
40000                             40000                             40000 
                             8                                 9                                 6                               
 
_/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/___/_/____/_/___/_/___/___/_/___/___/_/___/___/___/_/___/___/___/_/___ 


